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Introduction

The purpose of this document is to guide administrative level DisasterLAN (DLAN) users
through the process of configuring and sharing information between DLAN systems.
Information that can be shared between systems include: Calls/Tickets, Communication
Center messages, Situation Reports (Sit Reps), Agency Reports, Incident Action Plans (IAPs),
Reference Library items, and ICS Forms.

The document will be broken into six main sections Setup and Configuration, Sending a
Call/Ticket, Receiving a Call/Ticket, Posting a Call/Ticket, Replying to a Call/Ticket, and
Sending Other Types of Information. The first five sections will use the example of sending a
Ticket, sometimes called a “Call,” from one DLAN system to another and replying to this
Ticket from the second system back to the original system. The last section shows how to
send other types of information.

It should be noted that external Tickets are sent to the “External Calls” bin, as shown in
Figure 10: External Calls/Tickets. For systems that include the Watch Command Module, they
can also be viewed in Watch Command under the “External Calls” bin in the “External
Messages” tab. All other types of information will be sent to the “External Messages” bin, as
shown in Figure 22: External Messages. When sending information between DLAN systems, it is
important to monitor both locations for the most up-to-date information.

This document assumes that the DLAN system being used is configured to receive emails and
is accessible to staff not on the network (open facing). Most DLAN systems are configured this
way, however if your system does not conform to these requirements or you are unsure if
your system does please contact a BCG representative at 716-822-8668 or info@bcgeng.com.

Page 3 of 18



Section 1: Setup and Configuration
1. From the main menu click Admin -> Communication Center.

Briefing Notes

Service Manager

A 2015-01-30 = 15:45:28 Kristen
4 DLAN  Daily Duty Officer Log Agency - Department of Health (DOH) I Chat E’LOQOUt @Help
My Tasks Tickets 1 Communication Contacts Documentation Resources Situational Awareness Admin
Incidents Modules System Setup Users and Security
Incident Configuration Assets Message Queue Site Security

s anmunic ation Center

File Libraries

I System Setup

Finance

2. From the menu on the left hand side of the screen click “Custom Recipients.”

3. Click the “Add” button.

Thu Jan 29, 2015 :: 14:34:15

DLAN Coastal Storm Kyle

7

My Tasks Incidents & Tasks 1206 Communication Contacts Documentation

System Administration: Custom Recipients

Resources Situational Awareness

Alert Posting Settings

q @ Add Ie Delete [ Export ~

Alerting Credentials

[] Name Description

Communication Center Templates

Custom Recipients

Distribution Group Categories

Distribution Groups

4. Enter a value for the “Name” and “Description” fields.
5. Check the box for “DLAN System.”
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Enter the following value in the “URL” field
“<BASE>/WebServices/CommunicationCenter.asmx/Receivelnterop.”

a. Note: The “<BASE>” placeholder above refers to the base of your DiasterLAN
URL address you wish to send to. For example the address
would be combined to

“https://demo3.disasterlan.org/WebServices/ CommunicationCenter.asmx/Rec
eivelnterop.”

Custom Recipient Information: New Recipient

x
Save ®Cance|

Name:f p| AN Demo ‘
BCG Name:i

Note: The custom recipient BCG name is automatically updated frem the BCG customer database and is
not editable.

Description:J pLAN Demo

Deliverym)LAN
L URL: ibSewicesx’CommunicationCenter.asm)q’ReceiveInteroE ‘
[" Legacy DLAN system (Pre 8.0)
("1 Email

[Cl1pAWS CcOG
[C|Knowledge Center System

Figure 3: New Recipient
7. Click the “Save” button. The new recipient will be added to the list.
¢ Thu Jan 29, 2015 :: 14:47:07

DLAN Coastal Storm Kyle

My Tasks  Incidents & Tasks 1206 Communication  Contacts  Documentation  Resources  Situational Awareness  Admin  Links

System Administration: Custom Recipients

Alert Posting Settings

@ Add @ Delete [} Export ~

Alerting Credentials

[] Name ~ Description
Communication Center Templates
= [C] DLAN Demo DLAN Demo
Custom Recipients
Distribution Group Categories ‘

Figure 4: Custom Recipient List
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Section 2: Sending a Call / Ticket
1. From the main menu click Incidents & Tasks -> Ticket Manager.

A 2015-01-30 :: 12:54:47 Kristen
f DLAN Daily Duty Officer Log Agency - Department of Health (DOH) - E’ 0

My Tasks Tickets [H Communication Contacts Documentation Resources
Tickets
Daily Log

Ficket Manager I-I | <g=m

Watch Command

Situational Awareness Admin

Neglected Tickets

2. Select the ticket you wish to send by clicking on it.
3. From the ticket preview panel click the “Forward” button.

J— ek
<y YDLAN Eyent 1 BCG Support Staff (IT) W@ Chat [[3rLogout @Help

MyTasks  Tickets Communication  Contacts Documentation  Resources Situational Awareness  Admin  Links

Tickets: Ticket Manager

©Add [ Edit @ Remove 4> Forward @ Print ~ @ Map il Stats @ Relate [ Export ~ Q¥ Refresh Q Adv Search @ Info
9 0 priority Status

e  King subjct wodited
= |
g
]
v

[ Edit @ Removel 4> Forward |#8 Print ~ § Clone

#2926 - CLEARED: I-787 NB at Exit 8 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co Report of Transportation Disruption

Status: Modified: 01/29/2015 11:11

Priority. [ ToProrty_] Created: 0112972015 11:11

Routed To: & BCG Support Staff () Incident:  Event 1

0112972015 1:11 - Saved by BCG Support Staff (T) (Nick Philips)

CLEARED: |-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co
CLEARED: 1787 NB at Exit 6 al lanes are reopened the crash has cleared at 1:36pmy-Albany/Rensselasr Co

Item Link: CLEARED: L787 N the crash
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4. The new message window will appear. Click the “To” button to open the address

ul

book.

7% Send ®Cancel ﬂTemplate

New Message

"o

Email(s): [
Priority: @ Normal © High

Subject: " CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co

Message: ‘v 3 $ &5 B9~ x JFontName 'lRe,.. v‘A' B 7 U x* X ‘A

2

[Ticket ID: 2926
Modified: 01/29/2015 11:11
Log:
01/29/2015 11:11 saved by Phillips, Nick: <BCG Support Staff (IT)>

at 1:35pm-Albany/Rensselaer Co

| Albanv/Rensselaer Co

CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared

CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-

m

./ Design | €% HTML

Interops: | _ AddInterop | [¥] Send Ticket as XML

U]
Select files to upload

\BI’OWSE [

Ticket2926.xml (0.01 MB) @
Ticket2926.htm (0.003 MB) &

Uploaded 0.014 MB of 15 MB

-

m

In the address book click the “Custom Recipients” tab.

Select the custom recipient for the DLAN system you wish to send to by checking the
box next to the recipient’s name. For this example we used the custom recipient

created and configured in Section 1.
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7. Once selected the recipient’s name is displayed in the “To” box at the bottom of the
address book, click the “Save” button.

@oe

External Alert Message: ©) Yes @ No

DLAN Users Distribution Groups Phonebock l Custom Recipients I COGs.l

DLAN Demo (x]

[¥] Name a Description

iii DLAN Demo DLAN Demo

(showing all 1 items) 1 items
- * Red Phonebook Contacts are invalid and will not receive the message

2DLAN Demo;
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8. Click the “Send” button on the new message window to send the message to the
selected recipient(s).

Cancel ﬁ Template

New Messagg

| To

Interops:

o

Email(s): |

Message:

DLAN Demo;

Priority: @ Normal © High

Subject: l CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co

Iv [ I THCE e DAL AR {FontName

“|Real.’|]A~ B I U x x 2 %]

Ticket ID: 2846
Modified: 01/29/2015 12:55
Log:
01/29/2015 12:55 saved by Phillips, Nick: <BCG Support Staff (IT)>

updates.

Erie county EQC staff are now informed of the traffic disruption. Keep us posted with further

./ Design | €% HTML

| AddInterop | [¥]Send Ticket as XML

Select files to upload

iLiBrowseJ

Ticket2846.htm (0.011 MB) &

Uploaded 0.044 MB of 15 MB
Ticket2846.xmi (0.034 MB) @

Figure 9: Send Ticket to another DLAN System
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Section 3: Receiving a Call / Ticket

1. On the site the message was sent click “Communication - > Communication Center”

from the main menu, see Figure 1: Navigate to the Communication Center.

Once in Communication Center click the “External Call” bin from the left hand side of
the screen.

2.

~ Tha Jan 29, 2015 - 112159 Nck
¥ DLAN  Coastal Storm Kyle BCG Support Staff (IT) W Chat E'LOQO'" @Help
My Tasks Incidents & Tasks 1204 Communicat tion onta

Communication: Communication Center

Sent Externai Messages (Al
Chat

W History

3. Select the message sent in section 2 by clicking on it.

4. The full message can be viewed by clicking the “View” button from the preview panel
toolbar.

~ Tha dan 29, 2016 = 112301 Nick
4 DLAN  Coastal Storm Kyle BCG Support Staff 1T) W@Chat [3rLogout @Help

My Tasks  Incidents & Tasks 1203  Communication  Contacts  Documentation ~ Resources  Situational Awareness  Admin  Links

Communication: Communication Center

Maitx |/ @oetete + 4> Forwara [ Expon ~

Status _Source Subject

Received ~

S |

& v
[ Viow @ Detete 4> Forward () Post 8 Print D History

#2926 - CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co
Type: Report of Transporation Distuption
Croated: 0172972015 1111

0172812015 1:41 - Saved by Phiis, ik bco_nphiips]

CLEARED: 1-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co

tem Link: CLEARED: 1787

Original Message Data: DLANSO.xm
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Section 4: Posting a Call / Ticket
1. From the preview panel click the “Post” button.

N\ Thu dan 29, 2015 - 12331 Nick
4 DLAN  coastal Storm Kyle BCG Support Staff (IT) B Chat [[3Logout @Help

MyTasks  Incidents & Tasks 1203  Communication  Contacts  Documentation

Resources  Sftuational Awareness  Admin  Links

Communication: Communication Center

Maitbox ][ @oetete « A>Forward [ Expost ~ Show: | ActveCals  ~ From: 01222015 | [ To: @

Recoved ~

9
= Sent Bteml Messages A}
chat

oy

[rommgar T
! v
B View @ Deleto 4 Forward e print D tistory

#2926 - CLEARED: |-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co
Type: Report of Transportation Disruption
Created: 01/29/2015 11:11

CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co
tem Link: CLEARED: 76 .

Original Message Data: DLANSO.xml

2. On the “Posting Information” dialog choose the “Post to a New Ticket” option.
a. Note: information can also be posting to an existing ticketing by inputting an
existing ticket ID.
3. Click the “Ok” button.

~ Thadon 29,2015 12251 ek
#3DLAN  Coastal Storm kyle BCG Support Staff (1T) W@ Chat [BrLogout @Help

My Tasks  Incidents & Tasks 1203  Com

Communication: Communication Center

Show: |ActweCalie | From: [01/22/2015 | 5 To []

B View @ Delete 4> Forward (3 Post #8Print D History

#2926 - CLEARED: 1-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co
Type: Report of Transportation Disruption

shios]

lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co
CLEARED: 1787 NB at Exit 6 a lanos are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co

tem Link: CLEARED:1.787 B at

Original Message Data: DLANSO.xm

4. The ticket window will appear. The system fills out the subject, type, log, contact
information and attachments based on the information in the message. Additionally

the system will attempt to match the kind, status, priority and contact type fields if
available.
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Save ®Cance| 4 Spell Check @ Help (L Find Match @ Secure & Ticket #: Pending___

*Subject: ICLEARED: 1-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co I Status: New v
“Type: P W.—'I ® il - -I

Route To: |

J Log L Details / Forms (0) | Contacts (1) Attachments (0) ‘ Related Tickets (0) Finance (0) Assets (0) ‘ ‘

No fog istory to dspiy |

Log Actions:

serif -l12pt -«|A~- B 7 U a4 & =
report of Transportation Disruption
Ticket ID:2926

. Incidents:
Event 1

JLog:

J 01/29/2015 11:11:19 saved by Phillips, Nick: <BCG Support Staff (IT)>

CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has
cleared at 1:35pm-Albany/Rensselaer Co

CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-
Albany/Rensselaer Co

Item Link: CLEARED: [-787 NB at Exit 6 all lanes are reopened the crash has cleared at
1:35pm-Albanv/Rensselaer Co

| ./ Design | <9 HTML

Figure 14: New Ticket created from another DLAN System Ticket

5. Use the “Routing” selector to select the roles within the system you wish to route the
ticket to.

6. Once finished editing the ticket click the “Save” button.

w (%) Cancel % Spell Check @ Help O Find latch g Secure & Ticket #: Pending___

“Subject; | CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co |

Status: ‘ New v
“Type: | Report v|  “King: | Transportation Disruption v/ @ Ppriority: | None v
Route To: | [ 2 BCG Support Staff (IT) | 'I
} Log [ Details / Forms (0) [ Contacts (1) | Attachments (0) Related Tickets (0) ‘ Finance (0) ‘ Assets (0) & ‘
Log Actions:
No log history to display New Log Entry
serif “[12pt -|A- B 7 U A % i= =
report of Transportation Disruption
Ticket ID:2926
Incidents:
Event 1
Log:
01/29/2015 11:11:19 saved by Phillips, Nick: <BCG Support Staff (IT)>
CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has
cleared at 1:35pm-Albany/Rensselaer Co
CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-
Albany/Rensselacr Co
Item Link: CLEARED: [-787 NB at Exit 6 all lanes are reopened the crash has cleared at
1:35pm-Albany/Rensselaer Co
https://demo3.di org/TicketM icket.aspie | £ Design | <> HTML

Figure 15: Save Ticket
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Section 5: Replying to a Call / Ticket

The following instructions refer to DLAN version 9.3. BCG engineers are currently working to
simplify this process, making it less manually intensive, for an upcoming update. When the
new version is complete updated instructions will be available in the DLAN Help System.

1. Now that the message has been posted to a ticket we can reply to the message within
the ticket using the ticket log. Open the ticket completed in step 6 of section 4.

N\ e e 28, 2015 - 12531
4 DLAN  Coastal Stom Kye

BCG Support Staf (1) WBChat [BeLogont @Felp

o4 10 M- This Wt K1 T4

¢
F

.Hm‘ 4 Forwwed B Pam - [ Chm

#2846 - CLEARED: |-787 NE ot Exit 6 all lanes are recpened the crash has cleared at 1:35pm-

Qant [£En @ Remove 4 Foeword ®Pie ~ QNap 4 Son D Redee (% Eapen - O Rubesh O Ay Seanch @ 1o
- o Pricey Saaen T Koee Satyer Maalec
’,_ = ore s

Report of Transgonation Disrupticn

Alcany/Rensselesr Co
Suns:  —— Wodites:
Pricety [ toon | Crvetad:
Rowted Ta: & ECG Suppen ST (T Incklone:
Cosrm:
VAR 1206 - e Ly BOG Supet 368 T) ek ek pal
2at 3 Toaraprrasce Darima
Tkt B2
werven
o
Tammanscsa St 020 At tani

Figure 16: Open Ticket Log

2. Enter an update into the log of the ticket. Once fished editing click the “Save” button.

& Save |@ Remove @Canml ¥ Spell Chock @ Help 1 Fine

*subject:

*Type: Report v “Kind: | Transportation Disruption

Matct @Map Tickot @ Secure W Chat /

CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co

Ticket #: 2846

Status: |

i o Priority: ‘

Route To: |2 BCG Support Staf (IT)

Poq Actions: Display Options ~

D post £ Edit

01/29/2015 12:36:56

report of Transportation Disruption
Ticket ID:2926

Incidents:
Event 1

CLEARED: I-787 NB at Exit 6 all lanes are reopened the
crash has cleared at 1:35pm-Albany/Rensselaer Co

CLEARED: 1-787 NB at Exit 6 all lanes are reopened the crash has
cleared at 1:35pm-Albany/Rensselaer Co

Item Link: CLEARED: 1-787 NB at Exit 6 all lanes are reopened the crash has
cleared at 1:35pm-Albany/Rensselaer Co

01/29/2015 12:37:47

(2 post

@ Edit
Saved by BCG Support Staff (IT) (Nick Phillips

[deleted by admin]

“ Log | Details / Forms (0) Contacts (3) Attachments (0) Related Tickets (0) Finance (D) Assets (0)

B 7 Uadh ==®a ==

Tsmes New R...

2ot vl A~

L A3

| t
[q EOC staff are now informed of the traffic disruption. Keep us posted with frther
updates.

/ Design ¢ HTML

Figure 17: Update Ticket Log

3. On the ticket read receipt click the “Forward” button.
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[ Edit ®C|ose|»> Fomardlg Print ~

at 1:35pm-Albany/Rensselaer Co

Priority:
Routed To: & BCG Support Staff (IT)

#2846 - CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared Report of Transportation Disruption

Modified: 01/29/2015 12:55
Created: 01/29/2015 12:36
Incident: Coastal Storm Kyle

Counties: Multiple Counties

01/29/2015 12:36 - Saved by BCG Support Staff (IT) (Nick Phillips)

m

report of Transportation Disruption
Ticket 1D:2926

CLEARED: I-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co

Item Link: CLEARED: |-787 NB at Exit 6 all lanes are reopened the crash has cleared at 1:35pm-Albany/Rensselaer Co

Incidents:
Event 1
Log:
01/29/2015 11:11:19 saved by Phillips, Nick: <BCG Support Staff {IT)>
CLEARED: |-787 NB at Exit 6 all lanes are reopened the crash has cl d at 1:35pm-Albany/R laer Co

[ 0172912015 12:37 - Saved by BCG Support Staf (IT) (Nick Phillips)

‘ [deleted by admin]

01/29/2015 12:47 - Saved by BCG Support Staff (IT) (Nick Phillips)

report of Transportation Disruption
Ticket ID:2926

Incidents:
Event 1

0g
01/28/2015 11:11:19 saved by Phillips, Nick: <BCG Support Staff (IT)>
-

Figure 18: Forward Ticket back to Original DLAN System

4. Repeat steps 4 through 8 of Section 2. Select the custom recipient associated with the

system the message originated from.
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Section 6: Sending Other Types of Information

The techniques outlined in Sections 1 - 5 can also be applied to Situation Reports, Agency
Reports, Incident Action Plans, Reference Library items, and ICS Forms. In this example we’ll
be sending a situation report from one DLAN system to another.

1. Using the main menu go to Documentation -> Sit Reps

Nk
BCG Support Staff (i) W@ Chat [5+Logout @Help

Incident Action Plans CheckLists
4Pz Rela Chac

Finance
st Incidane Lacger

2. Select a situation report and click the “Forward” button from the preview panel
toolbar.

2015.0029 161303 Mk
’;\ DLAN =yent 1 BCG Support Staff (1IT) WChat [BrLogont @Helo

MyTasks  Tickets  Commumieation  Coeacts  Documentaton  Resourcees  SMuational Awarenass  Admin  Uinks

Documentaticn: Sit Reps

© Add 4> Forward Fipeetany Pwibset | 17 AVATISTAS? - 00 VATIABAEE et~
7 sutkc

Modited By Time Hodiizd

[Rview - Zdn / Manage Agency Repors @ mm

@C@ 73 DLAN

Buffalo Computer Graphics

Situarion Report

Subject: Saunca Repoet e 01242015 1601 - 91302016 0500
Reporting Perlod: 01252015 1801 - 01362015 0500

3. On the new message window use the address book to select the desired recipient. This
is similar to the actions performed in Section 2 steps 4 -8.

Page 15 of 18



4. Enter a message subject and then click the Send button.

% Send ®Cancel ﬁ Template New Messagg

DLAN - Demonstration;

Email(s): | i
Priority: @ Normal © High

Subject: | Sit Rep for1/29/2015 Reporting Period

Include Situation Report in Message Body? © Yes ©) No

Message:“y% ¥ Gy B9 -

Font Name v|12ptVIA' B 7 U x* X :4\ ‘}S’

|/ Design | €9 HTML

Interops: | Aqd Interop |

0]
Select files to upload

fonss

Uploaded 0.113 MB of 15 MB
Figure 21: Send Situation Report to another DLAN System
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5. The message will appear on the selected DLAN system under Communication ->
Communication Center -> External Messages.

Thu Jan 29, 2015 :: 16:10:51
. 4 Y DLAN Coastal Storm Kyle

My Tasks  Incidents & Tasks 1201 Communication Contacts Documentation Resources

Situational Awareness Admin Links

Communication: Communication Center

Mailbox A

€ New ° Delete > Forward [ Export ~
= DMail

T Broadcasts

[] Status Source Subject

essages 0 ]

External Calls
Sent tems A
= Sent Internal Messages

Sent External Messages

Sent External Messages (All)

Chat A

W History

showing all 1 items

@ View @ Delete #> Forward Q] Post 8 Print *D History

Situation Report for 01/25/2015 18:01 - 01/30/2015 06:00
From:
Sent: 2015-01-29716:08:54.6398744-05:00
Situation Report for 01 25 201518 01-01 30 201506 00.pdf Situation Report for 01 25 201518 01-01 30 201506 00.html

Situation Report for 01/25/2015 18:01 - 01/30/2015 06:00

Original Message Data: DLANMSG.xml

Remember: Anything forwarded to another system will appear under the “External
Messages” bin EXCEPT tickets. Tickets forwarded to another system appear under the
“External Calls” bin. This is an important distinction. Also for customers that utilize the
“Watch Command” module; the content of the “External Messages” bin in Watch Command is
EXACTLY the same as the content of the “External Messages” bin in Communication Center.
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Conclusion

The ability to share information between different DLAN systems allows for work across
multiple jurisdictions. With the proper configurations any DLAN system can share information
with any other DLAN system. This document illustrates how to share information between
DLAN Systems. This paper mainly focuses on Ticket sharing, however this process can also be
used to share Communication Center messages, Situation Reports (Sit Reps), Agency Reports,
Incident Action Plans (IAPs), Reference Library items, and ICS Forms.

Once custom recipients have been added to the system, sending information between systems
is a relatively straight forward process. However, BCG engineers are always striving to make
the system even more user friendly. Work is currently under way to further simplify the
process, especially in terms of replying to a Ticket from another DLAN system. Once these
updates are complete sharing information between DLAN systems will be even easier.
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